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Internal photocopying request form  
For Brookes journals, book chapters or reference material - one request per form. 1-20 pages (black & white) 
£2.50, each extra 10 pages @ £1 up to 50 pages. Forms with payment should be handed into any site library or 
you may post to: Interlibrary Loans, Oxford Brookes University Library, Gipsy Lane Campus, Headington, Oxford 
OX3 0BP. (Cheques should be made payable to Oxford Brookes University) If you are a member of staff/research 
student we must have your financial code. 
YOUR DETAILS 
Your name: _________________________________________________________________  
Borrower number:  P_________________ (all 8 digits of your Library Card barcode) 
Financial code (staff & researchers only):   School (staff only): 
Please sign at the bottom of this form 
DETAILS: please note that the item must be held in the stock of Oxford Brookes University Libraries. Please 
check the catalogue first 
Journal/Book title:       Shelfmark: 
Jnl/Book Location: Headington, Harcourt Hill, Wheatley Please circle as appropriate 
Article title/Book chapter: 
Author/Editor: 
Year: Vol.: Part: Date: Pages: 
 
Delivery information: 
Staff/PhD/Mphil/PGTA: Photocopies will be sent to your department unless you specifically request otherwise. 
UG/MA/MSc/Dip/MBA: Please indicate your preference below: 
  Collect at Library Counter: Headington,    Harcourt Hill,   Wheatley    Please indicate preferred collection site.  
   Send to address:………………………………………………………………………………………………………………………… 
 
……………………………………………………………………..Postcode…………………………………………………………………... 
You must sign below: 
Copyright declaration: copy of article or part of published work. To: Librarian, Oxford Brookes University, Oxford OX3 0BP  
Please supply me with a copy of the published work, the particulars of which are given above, required by me for the purposes of private study or research 
that is not for a commercial purpose. I declare that: 
a) I have not previously been supplied with a copy of the same material by you or any other librarian; 
b) I will not use the copy except for private study or research that is not for a commercial purpose; and 
c) ! will not supply a  copy of  the copy  to any other person; and to the best of my knowledge no other person with whom I work or study has made or 
intends to make, at or the same time as this request, a request for substantially the same material for substantially the same purpose. 
I understand that if the declaration is false in a material particular the copy supplied to me by you will be an infringing copy and that I shall be liable for 
infringement of copyright as if I had made the copy myself. 
 
Signature……………………………………………….   Date…………………….. 
This MUST be the personal signature of the person making the request. Stamped or typewritten or agent’s signatures are unacceptable. 
For staff use only:            Payment received? Stamp with library “paid” stamp if payment received. 
Date received at copying site:             Date copied:                        Date despatched:                Number of A4 sheets: 
Initials of copier: 
